Office 365 - Incorrect Date Format displaying in Office Online[image: ]

How to correct American dates in Office365 
This guide tells you how to set the Date format in online Office Web Apps to dd/mm/yyyy when they are defaulting to the American format mm/dd/yyyy, for example in Excel Online. You also need to ensure your regional settings are correct – see section B. 
If you need any further assistance please log a service desk call.
Date format settings 
1. Log into MyApps and click on “Office 365”
[image: ]

2.  In Office 365, click on OneDrive
[image: ]
3. OneDrive will open. Click on the Settings wheel at top right corner
[image: ]
4. Select OneDrive Settings
[image: ]
5. In the Left sidebar, select “More Settings”
[bookmark: _GoBack][image: ]


6. Under the Region and Language section Select “Regional settings” 
[image: ]
7. Ensure the settings are as per the screen below
a. Make Sure Time Zone is (UTC +10:00) Canberra, Melbourne, Sydney
b. Make sure the Locale is set to English (Australia)
c. Click OK to save the changes
[image: ]

Date fields (e.g. in Excel Online) should now be ok. You may need to re-enter the dates to pick up the correct format 
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Set Your Calendar
Calendar:

Speciy the type of calendr.

00 Show week numbers in the Date Navigator

Enable An Alternate Calendar

‘Specify a secondary calendar that provides extra information on the calendar features. A"

Define Your Work Week

Select which days comprise your work week and select th fist cay of each work veek. C5un @ Mon 1Tus @ Wed @Thy @I Csat
First day of week: Start time:
First week of year: [StartsonJan 1_¥] End time:

Time Format

‘Specify whether you want to use 12-hour time format or 24-hour format. Time format:
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